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114 Lincoln Road

jls1518@yahoo.com




Jefferson Hills, PA  15025







412.655.7744
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EDUCATION



Robert Morris University, Moon Township, PA



B.S.B.A., Human Resource Management; GPA: 3.34


Expected Graduation in May of 2004

WORK EXPERIENCE

10/2000-present
Robert Morris University, Moon Township, PA



Student Assistant to the Dean of Student Affairs

· Perform office support functions and duties as assigned.

· Assist with organizing and working at various school programs including:  Leadership Weekend, Recognition Awards and Parent and Families Weekend.

· Fill-in for coordinator of Student Affairs in her absence.

10/2003-present
Bed, Bath and Beyond, Bethel Park, PA




Customer Service

· Operate cash register and greet incoming customers.
· Assist individual customers in purchasing decisions.
· Help put together various store displays for maximum customer appeal.

· Contribute to working as a team each day to maintain total customer satisfaction.
05/2003—08/2003 Onsite Companies, Pittsburgh, PA



Recruiter Assistant-Intern

· Responsible for all steps associated with the identification, placement and management of contract employees. 

· Utilized internal database to identify potential candidates, as well as Internet sites. 

· Placed job requirements on the Internet and handled all newspaper ad placements.

· Identified networking activities attending job fairs, met with career centers, and contacted technical schools in the area.

· Conducted office interviews, reference checks, presented job opportunities to qualified candidates, and prepared resumes for client submittal.

· Maintained proper documentation of contract employees and organized employee files and resumes.

· Greeted contractors as they come in and distribute applications and administer pre-employment paperwork.

· Assisted in the administrative, recruiting and sales staff in daily operations.

· Responsible for one of Onsite’s National Accounts in Robinson, PA; Advo Inc. Conduct screening, interviewing, pre-employment paperwork and orientation process.  

05/1998-08/2001Handel’s Ice Cream, West Mifflin, PA




Customer Service

· Served ice cream and other store products to customers in a friendly manner

· Assisted with the training of new groups of employees each summer.

· Responsible for closing and opening the store in the absence of the manager.
WORK SKILLS AND AREAS OF STUDY

- Communication

- Supervisory Skills
- Management Theory/Practice


- Enthusiastic/Motivated 
- Organizational Behavior
- Labor Relations

- Microsoft Word/Excel
- Power Point

- Publisher
HONORS, ACHIEVEMENTS, OTHER INTEREST

· Member of the Society of Human Resource Management 2002-2004
· Volunteer for various events, including: Phantoms in the Park (2003), The RMU Career Expo (2001, 2002, 2003) and The Pittsburgh Human Resources Association Conference (2003)
· Dean’s List:  Fall 2002
Professional references available upon request.
